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interview may be standardized or it may be informal and flexible
The latter is superior if the interviewer is skilled. The best inter,
view is conducted privately, without rush, by a trained inten
viewer who lets applicants do most of the talking, who is free
from bias, and who records his data immediately, before forget-
ting any items.
Personnel workers size up their applicants with many tests. In-
telligence and aptitude tests are described in Chapters II and
III. Many trade tests of performance or skill also are used, such
as tests for compositors and typesetters, for motormen, for car-
penters or machinists. Sometimes a whole battery of tests is given
for a particular job. Tests of manual ability help measure profi-
ciency in motor manipulation. Johnson O'Connor devised two
tests of finger dexterity, used in selecting workers for jobs like
watch manufacturing. Recently Charles A. Drake, industrial psy-
chologist, developed a series of "standard job tests" to measure
functions important in all kinds of production work. They include
finger dexterity, coordination of the hands, and of hands with one
foot, rhythm, and keenness of perception.
Another psychological tool often used in business and industry
is the rating scale. It is a brief personality estimate made by those
who know the individual best, such as a teacher, foreman, or
former employer. Bingham and Hollingworth, among others, an-
alyzed the advantages and disadvantages of rating scales. To be
valuable a scale must deal with specific traits, they found. (It is
hard to rate John Jones accurately on "loyalty" or "personality."
He can be rated better on "punctuality," "appearance," or "orig-
inality," where more specific examples can be given.) "Halo
effect," or the tendency for a rater's favorable or unfavorable
general impression to affect all his specific judgments, must be
avoided. Raters should not be asked to judge a person either
"good" or "bad," but should be given several choices, such as
"excellent," "good," "fair," "poor," and "very poor." Several
persons should rate each individual; if their judgments agree